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Introduction

Dear Precinct Election Boards

Thank you for your participation in Indiana’s election process. In more than 5,000 pre-
cincts across the state, an army of dedicated inspectors, judges, poll clerks, assistant poll
clerks, sheriffs and other election personnel are providing the invaluable service of help-
ing voters express their views on candidates, political parties and public questions.

You have an important role in this election. Your courteous and efficient service will
make an impression on every voter who casts a ballot at your precinct. Remember that
Washington, Jefferson, and Lincoln all stood in line with other voters to cast their ballots.

Who knows what future leaders may visit your polling place today.

Thank you for your participation in Indiana’s election process.

Jennifer Fanger Julia Bauler
HAVA Education and Outreach Director HAVA Training Coordinator

General Information

This handbook is designed to help Indiana’s precinct election officials by providing basic
information about Election Day procedures.

This manual is not designed to provide you with legal advice. If a complicated ques-
tion of law or procedure arises, contact your County Election Board for assistance.

When using this handbook, remember that three different types of voting systems are used
in Indiana (traditional hand-counted paper ballots, optical scan ballot cards, and computer-
ized systems), therefore some information in this manual will not apply to every type of
voting system.

This manual will be used in the primary and general elections in 2006. Precinct elec-
tion boards should keep this handbook with their precinct supplies so that it may be re-
used.

If you wish to obtain additional copies of this handbook, please contact Julia Bauler, the
HAVA Training Coordinator at (317) 232-6694. The handbook is also available on the
Election Division’s website at www.in.gov/sos/elections.
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Chapter 1: People Working at the Polls

General Information
Precinct election officials include inspectors, judges, poll clerks, assistant poll clerks and
sheriffs. All work together on Election Day to ensure a smooth and successful election.

The Inspector
1. The inspector acts as the “manager” of the precinct.
2. With the two judges, the inspector decides all matters that come before the precinct
election board.
e The precinct election board consists of the inspector and the two judges.
o The poll clerks, assistant poll clerks, and sheriffs are precinct election officials, but
not board members.

Duties of the Inspector

1. The inspector shall ask voters to provide photo identification.

2. The inspector may challenge voters and accepts voter challenges when a voter is not
eligible to vote in the precinct.

3. The inspector picks up election supplies at least two days before the election. These
supplies include ballots, poll lists, and forms.

4. The inspector administers an oath to all poll workers. (PRE-1:Precinct Oath Book)

The inspector announces the opening and closing of the polling place.

6. The inspector provides for meals during Election Day (unless the county provides
money for a meal allowance.)

7. The inspector is responsible for counting absentee ballots and comparing the signature
on the envelope with the signature on the absentee ballot application.

8. Accompanied by the judge of the opposite political party, the inspector returns all
election supplies to the County Election Board.

e

The Judges

There are two judges in each precinct—one from each party. The judges assist the in-
spector in making decisions on matters that come before the precinct election board.

Duties of the Judges

1. One of the judges shall ask voters to provide photo identification if the inspector
has not already done so.

2. When requested, judges may assist disabled voters or voters unable to read or write
the English language after completing State Form PRE-3: “Affidavits of Voter Assis-
tance at the Polls.”

3. The judge of the opposite political party of the inspector must accompany the inspec-
tor in returning election supplies to the County Election Board.



Poll Clerks and Assistant Poll Clerks

1. The primary function of poll clerks is record keeping and ballot control.
2. Poll clerks assist voters in the process of signing the poll list.

Duties of the Poll Clerks and Assistants

1. Poll clerks shall ask voters to provide or update the voter’s identification number.

2. Poll clerks will ask certain voters to present additional documents to verify the voter’s
residency. (See Chapter Four on Additional Documentation Requirements)

3. Poll clerks must initial each ballot (and secrecy envelope for counties using optical
scan ballot cards) before giving the ballot to the voter.

4. In aprimary election, poll clerks must be sure that the voter has been given the proper
ballot and party identification card if the voter wishes to vote in a party’s primary.

5. Assistant poll clerks provide assistance when needed, but are not required to sign the
precinct’s election returns or other certificates.

Election Sheriffs

1. The sheriff maintains order at the polling place.
2. The sheriff directs voters through the chute to the proper check-point.

Duties of the Election Sheriff

1. The sheriff should occasionally check the polling place to make sure that no unauthor-
ized literature is in the polling place or within the chute.

2. The sheriff should contact local police officials if a situation occurs where a voter or
other person violates the law and may leave the polling place if necessary to do so.

Other Election Workers: Watchers, Challengers and Poll Book Holders
Certain individuals who are not precinct election officials have special privileges to ob-
serve the precinct election process: watchers, challengers, and poll book holders.

Credentials

Proper credentials include the individual’s name, position (watcher, challenger or poll
book holder), the name and position of the appointing authority (county chairman or
County Election Board), and the party affiliation of the appointing authority if the ap-
pointing authority is a political party.

General Rules for Watchers:

Watchers may be appointed by political parties, certain candidates, by the County Election
Board in certain votes on public questions or by the media to monitor activities at the poll-
ing place. Media watchers represent local television stations, newspapers, news services,
and radio stations. (Continued)
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Chapter 1: People Working at the Polls

Watchers with proper credentials ARE allowed to enter, remain, leave, and reenter the
polling place as early as 5:30 a.m. and remain until the counting of the vote at the pre-
cinct (if any) is completed.

All political party watchers must carry credentials signed by the county chairman of
the watcher’s party.

All candidate watchers must carry credentials signed by the circuit court clerk (or in
certain cases, by the chairman of a candidate’s committee).

Watchers in elections on public questions must have their credentials signed by the
chairman of the County Election Board.

All media watchers must carry credentials signed by the County Election Board. Me-
dia watchers monitoring precincts in more than one county must carry credentials is-
sued by the Indiana Election Division.

Each political party or independent candidate (or a County Election Board in certain
elections on a public question) may appoint a poll book holder for each precinct.

A watcher may not be disruptive and or interfere with election officials or voters.
Watchers may not handle election supplies and may not try to influence voters.

General Rules for Poll Book Holders

Poll book holders are appointed by political parties, certain candidates, and by the
County Election Board in certain elections on public questions, to monitor the qualifi-
cations of voters.

Poll book holders with proper credentials ARE allowed to enter, remain, leave, and
reenter the polling place as early as 5:30 a.m. and remain there throughout Election
Day until the polls close.

Each political party or independent candidate (or a County Election Board in certain
elections on a public question) may appoint a poll book holder for each precinct.
The county chairman of the political party or the independent candidate must issue
credentials to each poll book holder. A member of a precinct election board may re-
quire the poll book holder to produce their credentials at any time.

Each political party or independent candidate may have only one poll book holder at
each precinct at any time during Election Day.

General Rules for Challengers

Challengers are appointed by political parties, certain candidates, and by the County
Election Board in certain elections on public questions, to monitor the qualifications
of voters.

Under a new state law, challengers ARE allowed to enter, leave, and return to the
polling place during Election Day in the same manner as poll book holders.

The county chairman of the political party or the independent candidate must issue
credentials to each challenger. A member of a precinct election board may require the
challenger to produce their credentials at any time. (Continued)



o Each political party or independent candidate may have only one challenger at each
precinct at any time during Election Day.

o Each political party or independent candidate may have only one poll book holder at
each precinct at any time during Election Day.

e The challenger may ask for the voter’s name. The voter must immediately announce
the voter’s full and true name to the challenger before proceeding to vote.

Who is Allowed in the Polling Place?

Voters casting ballots (and children under 18 years of age accompanying the voter)

Precinct election officials (inspector, judges, poll clerks, assistants and sheriffs)

Deputy election commissioners

Challengers, watchers, and poll book holders with credentials

An individual authorized to assist a voter in voting (See Chapter Nine on Accessibility).

A County Election Board member, acting on behalf of the board

A voting system mechanic, to repair a voting system, with credentials signed by the

County Election Board.

8. The county chairman or county vice-chairman of a political party with credentials signed
by the County Election Board.

9. The Secretary of State of Indiana, unless that person is a candidate for nomination or elec-

tion to an office on the ballot that Election Day.

Nk D=

Who is Not Allowed in the Polling Place?

1. A precinct committeeman of a political party

2. A party volunteer

3. An elected official (other than the Secretary of State as explained above)

e These people are NOT authorized to be in the polling place or the chute simply as the
result of their status as a committeeman, a volunteer, or an elected official. However,
if they are a voter of that precinct, they may be in the polls for the time permitted to
cast their own ballot.

o Unauthorized persons must be told to leave the polls or the chute immediately.

Electioneering

State law defines “electioneering” as expressing support or opposition to any candidate or
political party or expressing approval or disapproval of any public question in any manner
that could reasonably be expected to convey support or opposition to another individual.
A person who commits electioneering within the polls or the chute commits a Class A
misdemeanor.

Partisan Activities at the Polls

Although “electioneering” as described above is prohibited, state law permits each poll
clerk to keep a list of persons who have voted at the precinct (sometimes called a “wagon
book™), and to provide that list to a watcher or poll book holder. When noting or providing
wagon book information, the poll clerk may not engage in electioneering, and must not
delay any voter who is waiting to vote or in the process of voting.
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Chapter 2: Opening the Polls and General Information

Polling Place Hours

The polls must remain open continuously from 6:00 a.m. to 6:00 p.m. prevailing local
time.

Once open, no precinct election official may leave the polling place until after the
canvass of votes has been taken or, if ballots are not counted in the precinct, until after
all election supplies have been prepared for return to the County Election Board.
EXCEPTION: An election sheriff (or the precinct election official performing the
duties of an election sheriff) as explained above.

Check-list for Preparing the Polling Place

Precinct election officials in all polling places should:

l.

2.

Arrive at the polling place one hour before the polls open (5:00 a.m.) to prepare the

area for Election Day.

Arrange the polling place to make the traffic flow as smooth as possible while keeping

voting booths and ballot boxes in the same room with precinct election officials.

When locating the voting system that will be available for voters with disabilities,

make sure that the voter’s pathway through the polling place is unobstructed, and as

easy to navigate as possible.

Designate a 50-foot chute for voters to line up to enter the polls. The chute begins at

the entrance to the room where voting will be taking place.

e In some polling places, a 50 foot chute is not possible. Ask your County Election
Board how to proceed.

If the inspector has not yet taken the oath, the inspector administers oaths to the two

judges and one judge administers the oath to the inspector.

Post copies of the sample ballot and voting instructions near the entrance to the polls

and by each voting booth in plain view of all voters.

Compare the official ballots with the sample ballots to make sure that all names, ballot

positions, and offices are correct. Notify the County Election Board immediately if a

discrepancy is discovered in the ballots. If no discrepancies are found, the inspector

and judges must complete the Certificate of Ballot Agreement. (State Form PRE-1,

Precinct Oath Book, step four.)

Display at least one copy of the Voter’s Bill of Rights in a public place in the polling

place (both English and Spanish versions).

Check that all balloting and canvassing materials are on hand in the quantities needed

and in good condition for voting, including blank voter registration application forms

to provide to certain voters (See Chapter Four on Fail-Safes).

= Ifyou are missing any forms or supplies, contact your County Election Board im-
mediately.



Notes to Remember

If a precinct election officer does not show up or is disqualified, the highest-ranking
member on the precinct election board of the same political party fills the vacancy un-
til the County Election Board appoints a replacement.

Under a new state law, the inspector is required to have received training regarding
Election Day procedures, including making polling places and voting systems accessi-
ble to elderly and disabled voters. The County Election Board may also require other
poll workers to receive this training. If necessary, contact the County Election Board
regarding emergency training for individuals serving in these positions.

Watchers, poll book holders and challengers with credentials are permitted to access
the polling place beginning at 5:30 a.m..
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Chapter 3: Photo Identification

General Information

Each voter must provide government-issued photo ID to a member of the Precinct

Election Board (the inspector or one of the judges) before signing the poll list.

The ID must fit the following criteria:

1. The voter’s ID displays the voter’s photo.

2. The voter’s name on the ID must conform to the name on the voter registration
record.

e Conform does not mean match identically.

3. The voter’s ID must contain an expiration date, and either still be current or have
expired sometime after the date of the most recent General Election (November 2,
2004).

4. The voter’s ID must be issued by the State of Indiana or the U.S. government.

In most cases, an Indiana driver’s license, Indiana photo ID card, Military ID, or US

passport is sufficient.

NOTE: The address on the voter’s photo ID does not need to match the address on the

voter registration record. However, certain “first time” voters who registered by mail

will be required to provide additional documentation that DOES match their address
on the voter registration record. (See Chapter Four on Additional Documentation Re-
quirements)

If the voter is unable or unwilling to present ID that meets these requirements, the

voter may cast a provisional ballot. (See Chapter Seven on Provisional Ballots). No

voter should be turned away from the polls for failing to provide photo ID.

If the voter is unable to obtain an ID because the voter is indigent or has a religious

objection to being photographed, the voter may claim this exemption from the ID re-

quirement by appearing in person before County Election Board and affirming under
penalties of perjury that the exemption applies. (See Chapter Seven on Provisional

Ballots)

If the voter is registered to vote and resides in the state-licensed facility where the pre-

cinct’s polling place is located, the voter is exempt from this ID requirement.

If the voter does not already have a valid photo ID, the voter can obtain an Indiana

photo ID card free of charge from any Bureau of Motor Vehicles license branch.

BMYV branches will be open extended hours on Election Day. For more information,

please contact the BMV at (317) 233-6000 or visit their website http://

www.bmv.in.gov.



How to administer the photo ID requirement at the polls

STEP 1: Voter enters the polls and is greeted by the inspec-
tor or one of the judges. (Proceed to Step 2)

l

this name must conform to

STEP 2: The inspector or judge asks for photo ID, BEFORE permitting the voter to sign the poll book.
Acceptable photo ID must meet ALL of the following requirements:
1. The document must show the name of the individual to whom the document was issued, and

the name in the individual's voter registration record. Please note: Conform does not

mean “match identically”
2. The document must show a photograph of the individual to whom the document was issued.
3. The document must include an expiration date, and the document is either:

(A) not expired; or (B) expired after November 2, 2004
4. The document was issued by the State of Indiana or the United States (Proceed to Step 3)

1

STEP 3: If the voter presents an accept-
able photo ID. the voter goes to where the

STEP 3: If the voter is
unable or declines to pre-

poll clerks are stationed.

*A poll clerk verifies with the voter that
the address in  the poll book is correct.
(This address does not need to match the
address printed on the voter’s photo id,
see training manual for more informa-
tion.)

*A poll clerk asks each voter to provide or
update their “voter identification number”
and verifies that additional documentation
is not required for the voter to proceed.
*Unless there is a challenge made to the
voter for some other reason, the voter will
sign the poll book and the poll clerks will
give the voter an official ballot.

*(End at Step 3)

sent proof of photo identi-

STEP 3: If the inspector or judge
determines that the photo ID pre-
sented by the voter does not meet

fication, the inspector or
one of the judges shall
challenge the voter.
(Proceed to Step 4)

all of the requirements listed in
STEP 2, the inspector or judge shall
challenge the voter.

(Proceed to Step 4)

\/

STEP 4: The inspector or judge completes a challenged voter's af-
fidavit (PRE-4). The voter fills out the bottom section or the back
of the challenge form. After completing the PRE-4 affidavit, the

voter may sign the poll list.
(Proceed to STEP 5)

Election. (End at Step 5)

STEP 5: The poll clerk then gives the voter a provisional ballot initialed by both poll clerks and a
PRO-2 security envelope. The voter casts and returns the provisional ballot, sealed in the PRO-2
envelope. The voter is then given a PRO-9 informational form detailing their rights as a provi-
sional voter and explaining that the voter must provide identification to the County Election Board
no later than noon on May 15th, 2006 for the Primary and November 20th, 2006 for the General

***Where your legal rights are concerned, do not rely on this document. You may call your local County Election Board or the
Indiana Election Division for more information at 800-622-4941
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Chapter 4: Additional Documentation Requirements

General Information

o Some voters are required to present documents to the county voter registration office
that confirm the residence address of the voter. NOTE: This is in addition to the
photo ID “proof of identity” requirement discussed earlier in this manual.

e These voters were notified of this requirement when the county received the voter’s
registration application and also if the voter applied for an absentee ballot.

Who is affected by this requirement?
e This requirement only applies to a voter who:
1. Registered to vote for the first time.
e In the county on or after January 1, 2003 and before January 1, 2006
OR
e In Indiana after January 1, 2006 AND
2. Submitted an application to vote by mail. (NOTE: this would not include a
voter who submitted an application at a license branch or other voter registra-
tion agency);
e Even within this group of voters, some are exempt from this requirement:
1. Military and overseas voters.
2. A voter who presented this documentation to the county voter registration of-
fice with their registration application.

Additional documentation procedure:

o The precinct poll list will indicate which voters are required to present this additional
documentation. If your poll list does not appear to do so, contact the County Election
Board immediately.

o The poll clerk is required to check the poll list to determine if a voter is required to
present the documents. If so, the poll clerk then requests the voter to present a docu-
ment to meet the requirement.

What kinds of documents are acceptable?
o The voter may present any of the following types of documents to the poll clerk to
meet the additional documentation requirement:
1. Indiana Driver’s License or Bureau of Motor Vehicles identification card,
with the voter’s current name and address. (Code DL)

e NOTE: An Indiana Driver’s License or State identification card may
meet both the photo ID requirement and the additional documentation
requirement if it fulfills unique requirements for each.

e For example, to fulfill the photo ID requirement the document does not
need to contain an address that matches the address on the poll list, but
must meet the other requirements. However, to meet the additional
document requirement, the voter need only present a document that
contains a matching name and current address to the poll list.



Other Documents that meet the Additional Documentation Requirement

2.

Nk W

Any other current and valid photo ID that contains the voter’s current name
and address. (Code PH)

A current utility bill, with the voter’s current name and address. (Code UB)
A bank statement, with the voter’s current name and address. (Code BK)
Government check with voter’s current name and address (Code GV)
Paycheck with voter’s current name and address (Code PY)

Other government document that shows voter’s current name and address
(Code GD)

Receiving Documentation from the Voter
e Upon receiving the documentation from the voter, the poll clerk takes the following

steps:
1.

2.

3.

4.

Determines which type of document has been presented, according to the cate-
gories listed above.

Determines if the document is current, and has the voter’s current name and
address.

If the document is acceptable under Step 2, the poll clerk writes the correct
document code listed above (Code DL, for example), on the poll list at an ap-
propriate spot by the voter’s name.

After completing these steps, the poll clerk returns the document to the voter.

e After completing this process, the voter is given a regular official ballot, unless there
is some other question regarding the voter’s eligibility to vote. (See Chapter Seven on
Provisional Ballots)

If the voter does NOT have an acceptable document to present, the voter may leave

the polls and return before the polls close on Election Day with the acceptable docu-
mentation.

If the voter has already signed the poll list, or for any other reason will not or cannot

present a document that meets this requirement before the polls close, the voter is al-
lowed to vote using a provisional ballot. (See Chapter Seven on Provisional Ballots)

The poll clerk is required to advise the voter that the provisional ballot can be counted

only IF the voter files a copy of an acceptable document with the county voter regis-
tration office no later than the closing of polls at 6 p.m. on Election Day. It may also
be possible to FAX a copy of a document to the county voter registration office for
filing if that office has the ability to receive the FAX.
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Chapter 4: Additional Documentation Requirements

Absentee Voters and Additional Documentation

When the County Election Board receives an absentee ballot, the election board

checks with the county voter registration office to see if the voter has presented the

required document. If not, the County Election Board makes a note on the absentee
ballot application and on the absentee ballot secrecy envelope that reads something
like the following:

o “Inspector: As of (date) this voter was required to file additional documentation
with the county voter registration office before this ballot may be counted. Check
the poll list and County Election Board certification to see if the voter has filed
this information. If not, process as a provisional ballot if this ballot otherwise com-
plies with Indiana law.”

Follow the instructions above, and treat the absentee ballot as a provisional ballot

(See Chapter Seven on Provisional Ballots).

More Information on Additional Documentation

The county voter registration office will probably be presented with additional docu-
mentation from some voters even after the poll list for your precinct is printed (at least
ten days before Election Day). As a result, there will be some voters identified on the
poll list as required to provide documents who have already met this requirement be-
fore the polls open on Election Day. If this is the case in your precinct, the County
Election Board will provide a certificate to the inspector along with the poll list and
other supplies.

If possible, the poll clerks should mark the poll list before the polls open to indicate
which of these voters should NOT be asked to present additional documentation,
based on the information provided in the certificate.

The County Election Board will visit post offices on Election Day to pick up and proc-
ess mail that might contain copies of additional documents provided by these voters. If
additional documents from these voters are received in the mail on Election Day, the
County Election Board will attempt to contact the precinct to provide you with this
information. If you have questions regarding how to apply the additional documenta-
tion requirement, contact the County Election Board.



Chapter Five: The Voting Process and Fail Safes

No one should ever be turned away from the polls. No matter what, they can always
cast a provisional ballot!

Issuing Ballots

1. Upon entering the polling place, each voter must give the voter’s name and photo id to
the inspector or one of the judges before signing the poll list!

o Ifavoter signs the poll list first, by mistake, but does not have a document that
meets the photo ID requirements to present at the polls, the voter will not be al-
lowed to leave and return later on Election Day to present this document. Instead,
the voter must cast a provisional ballot. (See Chapter Seven on Provisional
Ballots)

2. If'the inspector or one of the judges determines that the voter’s photo ID document
meets the requirements, the voter will be sent on to the poll clerks where their name
will be located on the poll list.

3. Ifvoter’s name IS on the poll list please skip below to the section entitled, “Issuing
Ballots Continued.”

4. The inspector or one of the judges will review the document to determine if it meets
the requirements. If the inspector or one of the judges determines that the document
does not meet these requirements, then they shall challenge the voter. (See Chapter
Six on Challenging a Voter)

5. If aperson’s name cannot be located in the poll book, please refer to the “Fail-Safe”
section of this handbook found below to decide which (if any) of the procedures
would entitle the person to vote in the precinct.
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Chapter Five: The Voting Process and Fail Safes

Fail-Safe Procedures for Voters not on the poll list

If the voter fits into one of the following situations he or she is eligible to vote by
regular ballot as described below, but if these fail-safe procedures do not apply to the
voter, he or she may cast a provisional ballot.

A voter’s name has been left off the poll list by mistake and after confirming with the

County Clerk or Voter Registration Office that the voter is in fact registered to vote in

the precinct.

e A voter whose name does not appear on the poll list through an error by the county
must first obtain a “Certificate of Error” from the county voter registration office
before being allowed to vote.

e Most counties allow a voter to vote after confirming over the telephone that a
“Certificate of Error” will be issued to the voter and do not require delivery of the
Certificate of Error to the polling place.

A voter’s name is not on the poll list but the county voter registration records show

that the voter was formerly registered in the precinct and was since canceled.

e This voter must be allowed to vote in the precinct if the voter is willing to sign a
written statement (or make an oral affirmation) in the presence of the inspector or
one of the judges that the voter continues to reside at the address formerly shown
on the county’s voter registration record.

o If the voter makes an oral affirmation, the poll clerks must write down the in-
formation for the voter and initial the statement.

e After the affirmation procedure has been completed, this voter must be allowed to
vote in the precinct. The County Election Board will be notified immediately so
the error can be corrected in the other precincts where the voter’s name may be
included incorrectly on the poll list.

A voter’s name does not appear on the poll list and on Election Day, but the voter ap-

pears at the polling place with a receipt of a voter registration application (VRG-6:

Indiana Agency Vote Registration Application) indicating that the voter applied to

register at a state agency while the registration period was still open.

o If'the person produces the agency registration receipt and wishes to vote, Check
the date on the receipt to determine if the voter applied BEFORE the registration
period closed. (On or before April 3rd for the Primary and on or before October
10" for the General election)

o If the date on the receipt is before the end of the registration period, con-
tact the County Election Board immediately to determine if the county voter
registration records provide any information about this person’s application.

o If the date on the receipt is after that date, the individual missed the dead-
line to apply, and is not eligible to vote.

o If the voter insists on voting, despite the missed deadline indicated on
the receipt, the voter can vote by provisional ballot. (See Chapter Seven on
Provisional Ballots) The challenger should document the missed deadline
on the challenge form (Form PRE-4; front).



If the county records show that this person’s registration application has been AP-

PROVED, the voter is entitled to vote at the precinct and has been left off the poll list.

You may use the “Certificate of Error” procedure described above and permit this per-

son to vote a regular ballot.

If the county records show that this person’s registration application has been

REJECTED, inform the person and advise them to contact the County Election

Board to resolve this problem.

o If the voter insists on voting, despite the application rejection, the voter can vote
by provisional ballot. (See Chapter Seven on Provisional Ballots) The challenger
should document the rejected application on the challenge form (Form PRE-4;
front).

If the county voter registration office has NO INFORMATION regarding this

person’s voter registration application, and if this person is willing to sign the poll

list for the precinct in effect swearing under the penalties of perjury that the person is a

qualified voter of the precinct, the person must be allowed to vote. In this case, the

voter should not be challenged or issued a provisional ballot if there are no other ques-
tions concerning the voter’s eligibility to vote. However, since the original registration
documents concerning this voter cannot be located, the voter is given a blank voter
registration application form to complete. The inspector and judges attach the com-

pleted form to the poll list, and return the form to the county for processing so that a

Certificate of Error would not be necessary for this voter at the next election.

If there is NO DATE on the receipt indicating that the voter applied before the

end of the registration period, the voter may cast a provisional ballot (See Chapter

Seven on Provisional Ballots). The challenger should document on the challenge form

(Form PRE-4; front) that there was no date on the receipt presented by the voter, so

the County Election Board will have this information available in determining whether

to count the provisional ballot.

If the voter is allowed to vote because the County Election Board confirms that

the voter’s application was APPROVED, or because the county voter registration

office has no information regarding this person’s voter registration application,
or because the voter complied with the procedures when NO DATE is listed on
the receipt, state law (IC 3-7-48-7) requires that inspector and judges add a note to the
poll list documenting any information on the receipt concerning the agency or agency
employee who accepted the voter’s application. Ask the County Election Board for
instructions regarding the content of this note on the poll list.
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Chapter 5: The Voting Process and Fail Safes

Issuing Ballots, Continued

After the voter’s name has been located on the poll list, the poll clerk will check to see
whether additional documentation is required to verify the residency of the voter and
ask the voter to provide or update their Voter Registration Number.

The voter must then sign the poll list and write the voter’s current address on the poll
list or confirm that the address listed on the poll list is unchanged.

1.

The address does NOT have to be the same as on their photo id.

However, if the voter writes a different address than the one listed on the poll list,
check to see if the new address is located inside or outside of the precinct. If the
new address is inside the same precinct, the voter is allowed to vote if otherwise
qualified. The voter’s record will be updated by the county to reflect the new ad-
dress within the precinct indicated by the voter.

If the address is outside the precinct, then the voter is not eligible to vote a regular
ballot in your precinct unless the voter qualifies to use one of the following three
procedures:

A. Request for transfer within thirty (30) days of election: If the voter moved

outside of the precinct to any other precinct in Indiana during the final thirty
(30) days before the election, the voter must produce or sign before the inspec-
tor an “Affidavit of Request for Transfer of Registration” (VRG-4/12; State
Form 28186) before the voter may proceed to vote. NOTE: If the inspector did
not receive blank copies of the VRG-4/12 form for the use of voters, contact
the County Election Board immediately.

. Request for transfer within the same county and same congressional dis-

trict: If the voter moved outside the precinct to another precinct that is still in
the county and is also in the same congressional district, regardless of when the
voter moved, the voter must sign an “Affidavit of Request for Transfer of Reg-
istration” (VRG-4/12) in the presence of the inspector or a precinct judge be-
fore the voter may proceed to vote. The voter may also make an “oral affirma-
tion” of this information in the presence of the precinct election board. If this
happens, the poll clerks must complete the VRG-4/12 form for the voter and
initial the form in the indicated places.
= [fthe voter insists on voting, despite failing to qualify for one of the
“Fail-Safe” procedures, the voter can vote using the provisional ballot
procedures.
» The challenger should document the voter’s failure to qualify for these
procedures on the challenge form (Form PRE-4; front).



Voter Moved WITHIN the State of Indiana

Voter moved ON or BEFORE:
* April 2nd, 2006 for the May 2nd
Primary OR
*October 7th, 2006 for the
November 7th General
(and did not update registration)

Voter Moved AFTER April 2nd
or October 7, 2006
(and did not update registration)

\ 4

Voter fills out VRG-4/12 form and
votes in OLD precinct

A

A

A 4

\Voter moved:
within same pre-
cinct

|

Voter moved:
Changed precinct
Same Congressional

Voter moved:
Changed precinct
Changed Congres-

Voter writes new ad-
dress in poll book on
Election Day and
votes.

***If a voter moves

out of state they are

NOT eligible to vote

in Indiana in a non-

presidential election
year.

District sional District
Same Changed Same Changed
County County County County
Voter fills Voter's Voter's Voter.’s
out VRG- provi- provi- provi-
4/12 form sional sional sional
and votes ballot will ballot will ballot will
in OLD NOT be NOT be NOT be
precinct counted counted counted
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Chapter 5: The Voting Process and Fail Safes

In primary elections, the voter must announce the party for which the voter intends to
vote. The primary ballots for each party will be different colors or easily distinguished
from each other in some other way. Be sure that each voter is given the correct party
ballot. The voter’s party choice must be written on the poll list.

o NOTE: A voter is allowed to vote for ONLY school board offices or on a public
question placed on the ballot at the same time as the primary election WITHOUT
requesting a political party ballot.

Both poll clerks must place their initials on the back of each ballot or ballot card

(and on the ballot card secrecy envelope) in the clerk’s own handwriting or printing at

the time of issuing the ballot.

After the voter has signed the poll list, the poll clerks will issue each voter a ballot (in

counties using an optical scan ballot card voting system, a secrecy envelope is issued

with the ballot card).

Do not give a voter a ballot until a voting booth is available!

The optical scan ballot card will either be fed by the voter into a tabulating machine at

the precinct, or if the ballot cards are taken to a central location for counting by the

county, the optical scan ballot cards will be deposited in a ballot box. Before deposit-
ing ballots into the ballot box, the ballot must be folded so that only the poll clerks’
initials can be seen.

REMEMBER: Poll clerks must mark the poll list to indicate that the voter has voted at

the election.

Spoiled Ballots

If a voter accidentally spoils, mutilates or defaces a ballot, the voter is entitled to ask
for another ballot from the poll clerks.

The spoiled ballot is to be marked void by the precinct election board in the presence
of the voter. The poll clerks will make a notation of each voided ballot on the poll list.
Each voided ballot must be placed in a special envelope. Do not put void ballots in
the ballot box.



Chapter Six: Challenging A Voter

General Information

Procedures exist to challenge a voter who may not be eligible to vote in a precinct.
Challenge procedures must be used with caution.

On one hand, it is against the law for a person who is not eligible to vote in the pre-
cinct to attempt to cast a ballot or for a precinct election official to knowingly fail to
challenge an ineligible person.

On the other hand, it is also against the law for a precinct election official to challenge
a voter that the official knows is in fact eligible to vote.

Consult your County Election Board if you are uncertain concerning how the chal-
lenge procedure should be used.

Who may Challenge a Voter?

2.

3.
4.

A member of the precinct election board (the inspector or either judge).

A poll clerk (but only if the clerk does so based on a questionable signature by the
voter on the poll list).

A challenger appointed by a candidate, or a political party.

During a primary election, a voter who is a member of the political party whose ballot
is being requested by the voter.

Situations in which a Challenge Should be Issued

l.
2.

e

If the voter is unable to present photo ID that meets the photo id requirements.

If the voter’s name does not appear on the poll list (the voter is not registered to
vote in the precinct) unless the voter qualifies to vote using one of the “Fail-Safes”
explained in Chapter Five of this manual.

The voter’s name appears on the poll list, but the voter does not currently reside in
the precinct unless the voter qualifies to vote using on of the “Fail-Safes” explained
in Chapter Five of this manual.

The poll list indicates that the voter is also required to present additional documenta-
tion, but is not able to do so (See Chapter Four on Additional Documentation).

The voter is not a U.S. citizen.

The voter will not be 18 years of age or older at the general election.

NOTE: Otherwise qualified 17 year olds may vote in a primary election, but NOT for
a school board office, political party office (such as precinct committeeman or state
convention delegate) or on a public question voted on at the same time as the primary.
The voter’s signature on the poll list does not match that on the registration record of
the county.

In a primary, the voter is not affiliated with the party whose ballot the voter is request-
ing.

EXCEPTION: A voter challenged in a primary due to party affiliation is NOT issued
a provisional ballot. If the challenged voter is willing to complete and sign the chal-
lenged voter’s affidavit (Form PRE-6; reverse), then the voter is issued the regular bal-
lot of that party, which is NOT kept separate from the undisputed ballots cast in the

precinct.
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Chapter Six: Challenging A Voter

Challenge Procedures

1.

2.

The person challenging the voter must complete an affidavit stating the specific rea-
sons for the challenge (PRE-4; front).

The challenged voter must complete an affidavit affirming that the voter is legally
qualified to vote in the precinct (PRE-4; bottom or reverse) under the penalties of per-
jury.

NOTE: Counties may print both the front and back of the PRE-4 challenge affidavit
on the PRO-2 envelope for the convenience of voters and poll workers, and to ensure
that the PRE-4 remains attached to this envelope.

Contact your County Election Board if you have any questions. Do not issue a
ballot to a challenged voter until proper affidavits have been signed and sworn to both
the challenger and the challenged voter.

Chapter Seven: Provisional Ballots

General Information

Provisional voting is a way for a voter to cast a ballot at the polls on Election Day
when they are challenged because of one of the situations explained in Chapter Six of
this manual. The precinct election board should first try to resolve a voter’s eligi-
bility issue by applying a fail-safe provision.

However, one of the fail-safe provision DO NOT apply, the voter should be offered
the opportunity to cast a provisional ballot so that the County Election Board can re-
solve the voter eligibility issue after the polls have closed.

The provisional voter’s ballot is kept separate from all other ballots cast at the polls on
Election Day. After the polls close, the provisional ballot is forwarded to the County
Election Board, which decides whether or not the provisional ballot should be
counted.

What do the Ballots and Forms Look Like?

Provisional ballots must look almost the same as other ballots provided to voters at the
election, however, there are some differences. (1) A provisional ballot will state that it
is a provisional ballot and not an absentee ballot. (2) A provisional ballot will have
the circuit court clerk’s seal and signature printed on the ballot, much the same as an
absentee ballot.

The Provisional ballot process can require the use of several forms, including:

PRE-4 (Challenged Voter’s Affidavit)

PRO-2 (Security Envelope)

PRO-9 (Provisional ballot information handout for voters)

PRO-4 (Envelope for completed Provisional Ballots in PRO-2 envelopes)

PRO-6 (Envelope for spoiled ballots)



Chapter Seven: Provisional Ballots

Provisional Ballot Step-by-Step Instructions

1.

10.

1.

12.

The provisional ballot process begins when the challenger and the voter complete
the Challenged Voter’s Affidavit as described above on which the challenger indi-
cates why the voter is being challenged. The form will have pre-written reasons
that should cover the most common situations for issuing the provisional ballot.
Simply check the appropriate box and sign the front of the form.

o If the voter does not have photo ID which meets the “proof of identification”
requirements, check “Other” box and in the following space, indicate “No
Photo ID” or “Insufficient Photo ID.”

The inspector determines that the PRE-4 has been properly completed by both

challenger and voter.

The voter signs the poll list and confirms the voter’s residence address information

on the poll list.

. Before providing the voter with a provisional ballot, both poll clerks must initial

the back of the provisional ballot.

The voter is provided with the provisional ballot and a PRO-2 security envelope.

The voter marks the provisional ballot in secret, and seals the provisional ballot

inside the PRO-2 envelope.

If a voter spoils the provisional ballot, the voter requests a replacement ballot. The

inspector receives the spoiled ballot, marks the ballot as “VOID”, and places the

ballot inside the PRO-6 envelope with any other spoiled provisional ballots. The
voter is then given another properly initialed provisional ballot.

After the provisional ballot is completed, the voter seals it in the PRO-2 envelope,

and hands the sealed PRO-2 envelope to the inspector.

If the PRE-4 challenged voter’s affidavit is printed as a separate document, the in-

spector must fasten it to the outside of the PRO-2 envelope.

e The PRE-4 form should NEVER be placed INSIDE the PRO-2 envelope with
the ballot or be separated from the PRO-2 envelope after the PRO-2 enve-
lope is returned by the voter.

The PRO-2 envelope with the PRE-4 attached in then placed into the PRO-4 pro-

visional ballot storage envelope.

The inspector hands the PRO-9 Provisional Ballot Information form to the voter,

containing county contact information and explaining provisional ballot follow-up

information.

EXCEPTION: If a court order has extended the hours that the polls are open, a

voter who arrives at the polls during the extended hours is NOT required to sign

the PRE-4 form to receive a provisional ballot.

o If'this occurs, provide the voter with the provisional ballot that has been ini-
tialed by the poll clerks and a secrecy envelope (Form PRO-2) to place the
voted ballot inside. The voter should be directed to fill out the voter informa-
tion portion of the form on the outside of the secrecy envelope. This type of
provisional ballot will be sealed in the PRO-2 envelope, and then returned to
the County Election Board in the special PRO-5 envelope. (Continued)
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Chapter Eight: Voting Systems

(Chapter Seven, Continued)

13. After the polls close at 6 pm, the inspector, judges, and clerks must fill out the in-
formation required on the outside of the PRO-4 and PRO-6 envelopes, all sign the
PRO-4 and PRO-6 envelopes, and then seal the PRO-4 and PRO-6 envelopes for
transporting to the County Election Board.

When returning the election materials to the County Election Board, please let the election
board staff know if any voter in the precinct has cast a provisional ballot

Chapter Eight: Voting Systems

Traditional Hand Counted Paper Ballot Voting

If you are using traditional hand counted paper ballots for an election or using those paper
ballots during an emergency repair of the voting system, the following instructions apply
to your polling place.

1. Check each voting booth to see that each booth has a pencil or pen, depending on
which writing implement the County Election Board has decided to supply, is ade-
quately lighted, offers privacy, and contains no unauthorized materials.

2. Make sure that ballot boxes are empty, correctly marked or identified, and prop-
erly locked. The inspector should keep one key and the judge of the opposite po-
litical party should keep the other.

3. Make sure paper ballot package seals remain intact. The inspector will open the
packages and give the poll clerks 25 each of the state and local ballots. The poll
clerks will then write or print their initials on the back of each ballot.

4. Check the ballots to make sure that none of the ballots are marked or torn.

5. Occasionally check each voting booth to make sure everything is in order.

Optical Scan Ballot Card Voting
If you are using optical scan ballot cards for an election, or during the emergency repair of
a computerized voting system, the following instructions apply to your polling place.

Officials at polling places using optical scan ballot cards should do the following:

1. Check to see that devices are sealed properly and verify the device serial numbers on
your certification of inspection.

2. Make sure that ballot card package seals remain intact. The inspector will open the
packages and give the poll clerks 50 each of the state and local ballots. The poll clerks
will then write or print their initials on the back of each ballot.

3. Occasionally check each voting booth to make sure everything is in order.



Chapter 9: Accessibility

Direct Record Electronic (DRE) / Touch Screen Voting Systems

Officials at polling places using “all electronic” voting systems should:

1. Determine if the names, numbers, and letters on the ballot label on each DRE are in
agreement with the sample ballot.

2. Determine that the system records that zero (0) votes have been cast for each candi-
date and on each public question and assure that the system is otherwise in perfect or-
der. The precinct election board should then certify that that official ballots and the
sample ballots are in agreement, the system records zero (0) votes cast; and the system
appears to be in perfect order.

3. See that all voting systems are in proper running order and prepared for voting.

4. For primaries, make sure the voting system is set so that the voter only votes for can-
didates in one party.

= Note: Remember that voters are allowed to vote for ONLY school board candidates or
on referenda elections held at the same time as the primary. Unless paper ballots are
being used to vote in these elections, make certain the voting system will permit voters
to vote for “school board only” and only on referenda if the voter wishes to do so.

5. Occasionally check each voting booth to make sure everything is in order.

Chapter Nine: Accessibility

General Information

The Help America Vote Act is federal law that requires that each polling place be accessi-
ble to voters with disabilities. Before Election Day, the persons recommending where
polling places should be located take care to designate polling places that meet accessibil-
ity standards and county election administrators have also purchased voting systems that
meet these accessibility standards.

Your Duties

As a poll worker, you must understand the accessibility features of the equipment in your
polling place in order to protect the rights of voters with disabilities. All voters have the
right to vote privately and independently. No voter may be denied the right to vote be-
cause if any mental, physical, or sensory limitation.

Election Day Accessibility Guidelines
1. Be considerate of the extra time a voter with a disability may need.
2. Speak directly to the voter who has a disability rather than to a companion who
may be accompanying the voter.
3. Speak calmly, slowly, and directly to a voter with a hearing impairment. If full
understanding is doubtful, write a note to the voter. (Continued)
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Chapter Nine: Accessibility

4. Ask before assisting a voter in moving about the polling place, such as pushing
someone in a wheelchair.

5. Greet a person who is visually impaired by letting the person know who and where
you are. Provide a guiding device such as a ruler or a card for signing forms.
When offering walking assistance, allow the person to take your arm and tell the
person if you are approaching steps or an incline.

6. Be aware that dogs assisting people with disabilities must be admitted to all build-
ings.

7. Be aware that voters may request to be accompanied and receive assistance by an-
other person in the voting booth.

Assisting Disabled Voters

A voter may be assisted in the voting booth ONLY IF:

1. The voter has a disability (permanent or temporary) or is unable to read or write the
English language * AND*

2. The voter, before entering the voting booth, requests assistance.

The following individuals may assist a voter, if requested to do so:

1. The voter may designate anyone to assist them, including a relative, or friend. How-
ever, a voter may NOT designate the voter’s employer, an officer of the voter’s union,
or a union representative.

2. If the voter requests assistance but does not designate someone else to help them,
BOTH judges must accompany the voter into the voting booth to assist the voter.

e A person providing assistance to a voter (including the judges) must complete the
Affidavit of Voter Assistance at the Polls (PRE-3) BEFORE entering the voting
booth to assist a voter.

Accessible Voting Systems

e Precinct election officials may not leave the polling place with election materials to
permit a voter to vote in the street or from an automobile. The voter MUST enter
the polling place to cast a ballot.

e Accessible voting systems are designed to meet the needs of voters with physical and
sensory impairments. Please review instructions for operation of the accessible sys-
tem(s) in your polling place.
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Chapter Ten: Absentee Ballots

Counting Absentee Ballots

Counties can choose to use one of two ways of counting absentee ballots.

e Some counties have voted to use a procedure authorized by state law to have absentee
ballots counted at a central location rather than at their precincts.

e Other counties count absentee ballots at the polls.

Step by-Step Guide to the Absentee Ballot Process
Make sure that the ballots are from the voters of that precinct by removing the list of
voters who have cast absentee ballots from the outer carrier envelope and checking a
few names against the poll list.

2. Sign a receipt for the absentee ballots that are delivered from the County Election
Board.

3. Remove all other materials from the outer carrier envelope in which the ballots were
delivered.

4. Check each ballot envelope to make sure that the envelope is complete, signed, and
dated. Compare the signature on the absentee ballot envelopes with the signatures on
the absentee ballot applications. State law does not require that the voter’s signature
on the absentee ballot envelope be notarized.

5. If'the ballot envelope was completed by an individual who holds a power of attorney
for the voter, the name of the attorney must be indicated on the envelope and a copy of
the power of attorney attached to the absentee ballot application.

6. Check the poll list to make sure that the absentee voter is a registered and qualified
voter of the precinct. When checking the poll list, make certain that the voter has not
already voted in person at the polls in this election.

7. Announce the absentee voter’s name. The poll clerks will make a notation on the poll
list that the voter has voted absentee.

8. Open each ballot envelope, remove the ballot(s) without unfolding or defacing the bal-
lot(s). Check each ballot for the signature and seal of the circuit court clerk and the
initials of the members of the absentee voter board or County Election Board.

9. Place the ballot in the ballot box.

Counting Absentee Ballots Before the Polls Close

A precinct election board may count absentee ballots before the polls have closed, but is
not required to do so. If these ballots are counted before the polls close, the precinct elec-
tion board may not give any information concerning the results to any other person. It is a
Class D felony to violate this law.
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Chapter Ten: Absentee Ballots

Rejecting an Absentee Ballot
The inspector shall reject an absentee ballot if:

l.
2.
3.

4.

e

The voter has already voted in person.

The voter is not a legally qualified voter of the precinct.

The voter died before Election Day. Proof must be given (such as a death certificate)

before rejecting a ballot based on this ground.

There is no voter’s signature on the ballot envelope, or if a copy of the voter’s signa-

ture has been provided to the precinct election board, and the signature on the ballot

envelope does not correspond with the signature on the ballot application.

o NOTE: In some cases, the voter may have been disabled or injured after signing
the original voter registration card. If a voter’s signature on the envelope is a mark,
“X,” for example, that has been witnessed by the members of an absentee board,
the inspector may rely on the bipartisan witnesses to the voter’s signature in deter-
mining whether to accept or reject the absentee ballot under this provision.

The ballot envelope is open or has been resealed.

The absentee ballot affidavit is insufficient or the ballot has not been endorsed with

the initials of the two absentee voter board members, the two appointed County Elec-

tion Board members, or the two representatives appointed by the County Election

Board members.

The ballot envelope contains more than one (1) ballot of the same kind for the same

offices or public questions.

In a primary, if the voter has not previously voted, the voter has failed to execute the

proper declaration relative to the voter’s age and qualifications or to designate the po-

litical party with which the voter intends to affiliate.

NOTE: This does not apply if a voter is voting ONLY for school board offices or on

public questions on the ballot at the same time as the primary.

If an absentee ballot is rejected, the ballot shall not be accepted or counted. On the

back of the ballot, without unfolding or disclosing it, the inspector must write the

word “REJECTED” and state the specific reasons for rejecting the ballots.

e All rejected absentee ballots shall be enclosed and securely sealed in an envelope
on which the inspector shall write: “DEFECTIVE ABSENTEE BALLOTS” with
the precinct name and date.

o The inspector and judge of the opposite party must return these ballots with the
other ballots after the polls close.



Challenged Absentee Ballots

It is also possible to challenge an absentee ballot in the same manner that a voter can
be challenged in person. See Form PRE-4 (front). A challenged absentee ballot will be
processed as a provisional ballot. The absentee ballot secrecy envelope must be
marked as a provisional ballot.

The challenged absentee ballot will be kept separate from the other absentee ballots
processed by the precinct election board, and returned unopened to the County Elec-
tion Board. The County Election Board will then determine whether this ballot will be
counted..

DO NOT put defective absentee ballots or provisional ballots in the ballot box!

Voting in Person and Absentee Ballots

If a voter appears at the polling place on Election Day to vote, but the voter’s name
has already been marked on the poll list by the precinct judges as receiving an absen-
tee ballot, the voter may not vote in person.

If the absentee voter’s ballot has been returned, but the voter’s name has not yet been
marked on the poll list by the precinct judges, the voter may have the ballots opened in
the voter’s presence and then deposited in the ballot box or the voter may vote in per-
son.

If the voter chooses to vote in person, the inspector will mark the envelope:
“UNOPENED BECAUSE VOTER APPEARED AND VOTED IN PERSON.” The
envelope should then be placed in the bag with other defective ballots. If the absentee
voter has not mailed the absentee ballots back to the County Election Board, the voter
may vote in person. However, the voter must return the absentee ballots to the inspec-
tor. The ballots shall be marked “CANCELLED” and placed in the bag with the other
defective ballots.
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Chapter Eleven: Military and Overseas Voters

New Special Procedures

Military voters and their family members may now vote absentee later than other vot-
ers and can return the voted ballots by fax in some cases. This requires the use of
some special procedures if absentee ballots from these voters are sent to your precincts
to be processed.

. A military voter and the voter's spouse and dependents under certain circumstances

can register to vote at the county voter registration office through noon on Election
Day. The clerk will then prepare a written certification that the voter has voted under
this law, and attach this certification (ABS-11 State Form) to the voter's absentee bal-
lot envelope (ABS-10 State Form). This ballot, envelope, and certification will then be
delivered to your precinct for processing. After processing the ballot, the circuit court
clerk's certification must be attached to your poll list.

All military and civilian overseas voters can request and return their absentee ballots
by fax. When processing an absentee ballot sent by FAX, the inspector must compare
the signature on the absentee application (ABS-12) with the signature on the affidavit
(ABS-9) that the military/overseas voter returned with the faxed ballot.

If the signature of the voter is questioned or disputed, these absentee ballots are proc-
essed in the same way as questioned or disputed absentee ballots from other voters.



Chapter Twelve: Closing the Polls

General Information

The inspector announces the close of the polls at 6:00 p.m. local prevailing time.

The inspector documents the names of the persons waiting in the chute. Otherwise

qualified voters in the chute must be permitted to vote.

After the voting is completed, the inspector, with the help of the judges and poll clerks

should complete the following tasks:

e Lock all voting systems and disassemble any voting equipment to prevent further
voting.

o Take down the chutes.

e Prepare to canvass the votes cast in the precinct, (except in a county where optical
scan ballot cards are tabulated at a central location).

o Make sure that only authorized personnel are in the polling place. Unauthorized
persons must leave the polling place during canvassing.

Canvassing (Counting) Votes
NOTE: The procedures used for canvassing vary somewhat based on the type of ballot
that is cast in the precinct.

N —

If more than one precinct is using the same polling place, canvassing may not begin

until all voters have left the polling place.

A separate canvass must be prepared for EACH precinct and administered by each

precinct election board so that the votes in each precinct are separately documented.

The inspector obtains the poll lists from the poll clerks.

The inspector and poll clerks should sign all copies of poll lists. Assistant poll

clerks are not required to sign these lists.

All Provisional ballots, whether cast at the polling place, or as a challenged ab-

sentee ballot, are KEPT SEPARATE from all other ballots AND UNOPENED

until they are returned to the County Election Board for processing.

The inspector will count the number of paper ballots (or ballot cards, where used) in

each ballot box. The number of ballots found in a ballot box must agree with the total

number of voters recorded as having cast ballots on the poll lists.

o Ifadiscrepancy is found, it should be reported in writing with the reason, if
known.

o If the number of ballots in any ballot box is greater than the number of recorded
voters, place all ballots face up and check for and remove all blank or mutilated
ballots. Remove any ballots marked “VOID,” “SPOILED,” “REJECTED” or
“CANCELLED” and place these ballots in the defective ballot envelope.

A member of the precinct election board (or election official directing the tabulation in

a county using ballot cards) may protest the counting of any ballot or any part of a bal-

lot. The election official must write on the back of each protested ballot “COUNTED”

or “NOT COUNTED.” The poll clerks must then sign each protested ballot.
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Chapter Twelve: Closing the Polls

10.

11.

12.

All mutilated and unvoted ballots shall be counted, placed in separate bags, and sealed

with the number of unvoted ballots marked on the outside.

In elections where traditional hand counted paper ballots are used, tally the votes cast

for each candidate, beginning with federal or state candidates, and record the totals on

duplicate tally forms (called “Australian” tally sheets.) The original and duplicate
forms must be in agreement before the results can be announced by the precinct elec-
tion board. This certificate will be given to the inspector, together with one of the lists
of voters and one of the tally sheets.

In precincts using optical scan ballot card voting systems, place all ballot cards still in

the secrecy envelopes in the transfer case and lock the case for transfer to the central

counting location. A ballot card may not be removed from a secrecy envelope contain-
ing a write-in vote.

Note: Special procedures may apply to ballot card systems that provide for

counting ballots at the precincts instead of a central counting location.

In precincts using computerized voting systems, the inspector obtains the printout of

all votes cast. The inspector must then announce that the printout is available for in-

spection by watchers or other authorized persons in the polls.

The inspector and each judge may be given a copy of the certificate of vote totals. The

circuit court clerk is also required to deliver a signed copy of the precinct results to the

media.

Secure and return all election materials to the designated location as specified by your

County Election Board.

e The inspector will report the results of the canvass and complete the proper certifi-
cation statement. The inspector and judge of the opposite party return these ballots
and materials to the County Election Board immediately upon tabulation of votes.
State law (Indiana Code 3-6-6-28 and 3-12-2-7) provides that the inspector and
judge of the opposite party are not entitled to be paid for their Election Day work
if the inspector and judge do not return election materials to the County Election
Board.

Rules for Manually Counting Votes at the Polling Place

1.

2.

The primary factor in determining the validity of any vote is the intent of the voter. If
the intent of the voter can be ascertained, the vote should be counted.

If the voter writes the voter’s name, initials, a number, or a symbol on the ballot with
the intent of identifying the voter who cast the ballot, the entire ballot is void and must
be rejected.

If the voter marks more voting squares on the ballot for an office than there are candi-
dates to be elected or nominated, void the votes cast for that particular office only.
If the voter marks more than one straight party ticket, the whole ballot is void except
for any vote cast on a public question or for a school board candidate.



Straight Party Ticket Voting Errors

If the voter marks a straight party ticket and ALSO casts votes for individual candidates of

one or more parties, consult the guidelines below taken from Indiana Code 3-12-1-7.

1. If avoter votes a straight party ticket and also votes for one or more individual candi-
dates who are all of the same political party as the straight ticket vote, the straight
ticket vote shall be counted and the individual candidate votes may not be counted.

2. The vote for an office on a ballot shall be counted in accordance with this subsection
whenever:

(1) A voter has voted a straight party ticket for the candidates of one political party;
(2) Only one person may be elected to that office; and

(3) The voter has voted for one or more individual candidates described in subdivision
(2) who are in a different political party than the straight ticket vote.

o If the voter has voted for one individual candidate for the office described in subdivi-
sion (2), the individual candidate vote for that office shall be counted, the straight
party ticket vote for that office may not be counted, and the straight party ticket
votes for other offices on the ballot shall be counted.

o If the voter has voted for more than one individual candidate for the office described
in subdivision (2), the individual candidate votes for that office may not be
counted, the straight party ticket vote for that office may not be counted, and the
straight party ticket votes for other offices on the ballot shall be counted.

3. [If there is an office to which more than one person can be elected, and a voter votes a
straight party ticket and then votes both for individual candidates in the same political
party as the straight ticket vote and in a different party for that office, or votes for only
individuals in a different party for that office, the individual candidate votes
SHALL be counted and the straight ticket votes for that office may NOT be
counted. However, if the number of individual candidate votes for that office exceeds
the number of openings for that office, none of the votes concerning that office may
be counted.

4. If a voter votes a straight party ticket for more than one (1) political party, the whole
ballot is void with regard to all candidates nominated by a political party or des-
ignated as independent candidates on the ballot. However, the voter's vote for a
school board candidate or on a public question shall be counted if otherwise valid un-
der this chapter.
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Countmg Write-In Votes

Only votes cast for a declared write-in candidate may be counted and canvassed.
The circuit court clerk is required to provide each precinct with a list of all declared
write-in candidates. Contact your County Election Board if a write-in vote is cast
in your precinct, and you do not have the list of declared write-in candidates.
o« EXCEPTION: If a write-in vote is cast for a candidate who IS on the ballot
FOR THE SAME OFFICE, then the write-in vote is counted. For example, in
2004, some voters cast write-in votes for Bush or Kerry for President instead
of marking the printed ballot. Since those candidates were on the ballot for
that office, the write-in votes should be counted when the voter did not vote for
those candidates.
A write-in vote cast in the space provided on the ballot is not a distinguishing mark
that would invalidate the ballot. A write-in vote cast in a place other than the space
provided for write-in voting is not counted.
A write-in vote is valid only if it is printed in ink or lead pencil. The use of stickers,
labels, or rubber stamps is not a valid write-in vote.
An abbreviation, misspelling, or other minor variation in the form of a name
(including writing, instead of “printing” the name) does not invalidate the write-in
vote. The write-in vote is valid if the intent of the voter can be ascertained.
A voter who casts a write-in vote MUST MAKE A VOTING MARK (“X” or a
“check”) in the square or circle before the space where the write-in candidate’s name
will be written.
Write-in votes must be tallied on separate tally sheets, unless the write-in votes cast
for each declared write-in candidate are printed out on the voting system’s certificate
of vote totals.

Securing and Returning Election Materials

Procedures for precincts using Traditional Hand Counted Paper Ballots
After the canvass is complete, election officials should follow these procedures.

1.

2.

nhw

Seal all counted ballots in a bag or envelope. During a primary election, separate bags
or envelopes will be provided for the ballots of each party.

Seal all challenged, uncounted, and spoiled ballots in the appropriate bags or enve-
lopes. Keep provisional ballots in a separate bag or envelope. (PRO-4 for voted provi-
sional ballots and PRO-6 for spoiled provisional ballots)

Place all unused ballots in a separate bag or envelope.

Write the number of ballots contained in each bag or envelope on the outside.

Check each tally sheet to make sure the sheet is completely filled out and properly
signed.

Seal all tally sheets, poll lists, oaths, and other election affidavits in the appropriate
envelopes provided.

The inspector and judge of the opposite party return all election materials (ballots, poll
lists, affidavits) to the designated location or to the County Election Board’s office as
soon as possible after the polls have closed or the canvass has been completed.



Write the number of ballots contained in each bag or envelope on the outside.

. Check each tally sheet to make sure the sheet is completely filled out and properly

signed.

Seal all tally sheets, poll lists, oaths, and other election affidavits in the appropriate
envelopes provided.

The inspector and judge of the opposite party return all election materials (ballots, poll
lists, affidavits) to the designated location or to the County Election Board’s office as
soon as possible after the polls have closed or the canvass has been completed.

Procedures for precincts using Optical Scan Ballot Cards
After the canvass is complete, election officials should follow these procedures.

1.

2.

kW

Seal all counted ballots in a bag or envelope. During a primary election, separate bags
or envelopes will be provided for the ballots of each party.

Seal all challenged, uncounted, and spoiled ballots in the appropriate bags or enve-
lopes. Keep provisional ballots in a separate bag or envelope. (PRO-4 for voted provi-
sional ballots and PRO-6 for spoiled provisional ballots)

Place all unused ballots in a separate bag or envelope.

Write the number of ballots contained within on the outside of each bag or envelope.
Check each certificate of vote printout to make sure the certification is completely
filled out and properly signed.

Seal all tally sheets, poll lists, oaths, and other election affidavits in the appropriate
envelopes provided.

The inspector places all ballot cards in a transfer case. The transfer case must be
sealed with the metal or plastic seal provided. The serial number of the transfer case
seal must be recorded on the ballot report.

The inspector and judge of the opposite party return all election materials (ballots, poll
lists, affidavits) to the designated location or to the County Election Board’s office as
soon as possible after the polls have closed or the canvass has been completed.

Procedures for precincts using Direct Record Electronic
After the machines have been tabulated, election officials should follow these procedures
if paper ballots were used in any way, including absentee ballots and provisional ballots.

1.

(8]

Seal all challenged, uncounted, and spoiled ballots in the appropriate bags or enve-
lopes. Keep provisional ballots in a separate bag or envelope. (PRO-4 for voted provi-
sional ballots and PRO-6 for spoiled provisional ballots)

Place all unused ballots in a separate bag or envelope.

Write the number of ballots contained within on the outside of each bag or envelope.
Check each certificate of vote printout to make sure the certification is completely
filled out and properly signed.

Seal all tally sheets, poll lists, oaths, and other election affidavits in the appropriate
envelopes provided.

The inspector and judge of the opposite party return all election materials (ballots, poll
lists, affidavits) to the designated location or to the County Election Board’s office as
soon as possible after the polls have closed or the canvass has been completed.
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Indiana Secretary of State
201 State House
Indianapolis, IN 46204
317.232.6536 (Secretary of State)
317.233.3283 (Fax)
constituent@sos.in.gov
www.sos.IN.gov

Indiana Election Division
Co-Directors:

J. Bradley King and Kristi Robertson
302 West Washington; Room E204
Indianapolis, IN 46204
317.232.3939 (Election Division)
317.232.6793 (Fax)
Www.in.gov/sos/elections

HAVA Training and Education

Julia Bauler
HAVA Training Coordinator
Indiana Secretary of State Todd Rokita
302 West Washington Street, Room E-111
Indianapolis, Indiana 46204
317.232.6694 (telephone)
317.233.3675 (fax)
jbauler@sos.in.gov
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